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1. Access the BEACON Portal. 

2. Click on the Reports Tab. 
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3. Click on Organization Mgmt. 
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4. Click on Position folder (click on the black arrow to expand folder). 
 
 

 
 

5. Click on B0083 Position Eligibility Settings report. 
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6. Enter an Org Unit Hierarchy and a Calendar Month/Year by clicking on the  icon. 
 

NOTE:  As an option, you may select one or more Job Families, Job Branches, Jobs, 
Positions or Employees to narrow the selection criteria.  You can also filter the report 
after it is displayed.  This will be displayed later in the document. 
 
NOTE:  The report will only return the data for which you have security to view. 

 

 
 

7. Click the OK button and wait for report to be displayed. 
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The B0083 report will display all positions within the selected Org Unit(s) which match the 
selection criteria. 
 
NOTE:  The next two screens include samples of the data provided if you scroll to the right. 
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- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
 

Moving a column on the report using drag and drop functionality 
 

 
 

1. Click on the column heading and drag it to the position on the report to where you want it 
(watch for the dark black line), then let go of the mouse button.  In this example we will 
drag the Supervising Employee field to the right of the Supervising Position field. 
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Notice that now the Supervisor Position, Supervising Employee, Employee and Employee Name 
have all been moved to the left.  Now this report is sorted by Supervisors and their direct reports, 
within Org Unit. 
 
The report now serves as a Supervisor/Reporting Relationships report. 
 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
 

Filtering the report to see only positions eligible for Evening Shift 
 

 
 

1. Right-click on the E Shift Prem Elig column. 
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2. Click on Filter > Select Filter Value. 
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3. Click on the  next to the value “X” to select only the positions that are eligible. 
 
4. Click the  button. 



 
 

June 17, 2008  Page 10 of 16 

BI Reporting Job Aid
Position Eligibility Settings

 

 
 

5. Click . 
 

NOTE:  If the item to be filtered on is not located in the right-hand column, it will not be 
filtered.  
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Now the report only shows a position that is eligible for evening shift premium. 
 
 

 
 
This same technique can be used to filter the values for other columns on the report. 
 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
 

To go back one step 
 

 
1. Right-click within the light blue portion of the report (not the dark blue area). 

 
2. Click on Back > Back One Navigation Step.  This will cause the report to revert back to 

how it looked before the filter was set. 
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Now the report is back to the way it looked prior to applying the filter. 
 
 

 
 
 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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Additional Filtering Options 
 

 
 

1. Click on the Filter link at the top of screen (Scroll over to the right if you do not see it). 
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Additional options for filtering the report are now available.  Note that the values on which you 
may filter are based on the values shown on the existing report. 
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2. Click the Close button to hide the filter screen or click Variable Screen to keep your 
filter settings and go back and choose another Org Unit (or other selection criteria on the 
Variable Screen). 

 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

 
Key BI Points to Remember: 
 

• Do not use the Back button on the browser to go back. (Instead use “Back One 
Navigation Step”.) 

• BI Reports sort from the left to right. 
• Columns can be removed by dragging up and dropping in the dark blue area. 

 
 

APPENDIX 
 
The description of each field on the report is as follows: 
 

Business area Agency 
Org Unit Organizational Unit 
Position Position number and Title 
PMIS 15-digit Position PMIS Position number 
Employee   Employee Personnel Number 
Employee Name Employee Last and First name 
Supervising Position Position number of supervisor 
Supervising Employee Personnel number and name of Supervisor 
Employee Subgroup Employee subgroup of the employee (for FLSA determination 

purposes) 
Work Schedule Rule Schedule that defines a repeating cycle of work days and their 

planned hours 
Working Week Overtime period 
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EE Time Mngt Status Designates employee as Positive or Negative for time reporting 
Personnel Subarea Determines which holiday calendar applies to employee 
OT Elig Overtime eligibility flag –  

   X = eligible, # = not eligible 
If eligible, one of the next two fields should be populated

OT Immed Payout X = payout OT immediately, # = accrue OT Comp 
OT Payout Pd Number of days to age OT Comp before paying out 
Hol Elig Holiday Comp eligibility flag –  

   X = eligible, # = not eligible 
           If eligible, one of the next two fields should be populated 

Hol Immed Payout X = payout Holiday Comp immediately, # = accrue Holiday 
Comp Holiday Comp 

Hol Payout Pd Number of days to age Holiday Comp Comp before paying out 
Hol Prem Elig All employees are eligible, even without this setting 
Holiday Prem Rate Holiday premium rate, if different from 10% 
NS Prem Elig Night Shift Premium eligibility flag –  

X = eligible, # = not eligible 
NS Prem Rate Percentage representing Night Shift Premium rate 
E Shift Prem Elig Evening Shift Premium eligibility flag –  

X = eligible, # = not eligible 
E Shift Prem Rate Percentage representing Evening Shift Premium rate 
Wknd Shift Prem Elig Weekend Shift Premium eligibility flag –  

X = eligible, # = not eligible 
Wknd Shift Prem Rate Percentage representing Weekend Shift Premium rate 
On Call Elig On-Call eligibility flag –  

X = eligible, # = not eligible 
On Call Comp Accr On-Call Comp Accrual flag –  

X = indication that On-Call compensation will be accrued as 
On-Call Comp Leave;  
# = immediate pay for On-Call compensation 

On Call Rate Hourly rate at which On-Call time is to be paid 
Call Back Elig Callback eligibility flag –  

X = eligible, # = not eligible 
Call Back Accr Callback Accrual flag –  

X = indication that Callback compensation will be accrued as 
OT Comp Leave;  
# = immediate pay for Callback compensation 

Number of Positions Dynamic position count – will always be “1” unless the position 
detail is removed 

 
 


